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Captions  for pictures on front page:  
Top right: Tax Office Clerk Kenneth Brown demonstrates his customer service skills for Lead Clerk Kendra Escareno in the Auto Division at the 
Downtown office.  The Tax Offices processes an average of 400,000 vehicle registration and title applications every month. 
 
aƛŘŘƭŜ ǊƛƎƘǘΥ !ǎǎƛǎǘŀƴǘ /ƻǳƴǘȅ !ǘǘƻǊƴŜȅ WǳƭƛŜ /ƻǳƴǘƛǎǎ ǎǇŜŀƪǎ ŀōƻǳǘ άDŜǘǘƛƴƎ wƛŘ ƻŦ .ǳǎƛƴŜǎǎŜǎ ǘƘŀǘ !ǘǘǊŀŎǘ /ǊƛƳŜέ ǘƻ ŀ ƭƻŎŀƭ community group. 
 
Bottom right: Harris County Toll Road Authority (HCTRA) Incident Management Dispatchers Alexa Barrick (top), Precious Lowe (center), and Maria 
Mora (bottom) monitor road conditions and weather hazards that might impede traffic.  Harris County Commissioners Court created HCTRA in 1983 
to construct, maintain, and operate toll roads in the Greater Houston Metropolitan area. 

Education is the 

kindling of a flame, not 

the filling of a vessel. 

 

-Socrates 
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List of All Live Classes  

 

            

PROFESSIONAL DEVELOP MENT  
TRACK  

MANAGEMENT/SUPERVISO RS 
TRACK  

LEADERSHIP  
TRACK  

               
 

 

Assertiveness and Self-Confidence Advanced FMLA and ADA Building Team and Organizational Excellence 
   

Bridging the Gaps: Generations Working 
Together 

Americans with Disabilities Act How Am I Doing? ς Leadership Style and 
Effective Leadership 

   

Button Pushers ς Dealing with Difficult                                            
Situations 

Basic FMLA Leading Employees to High Performance 

   

Change Your Attitude ς Change Your Work and   
Life 

Behavioral Based Interviewing  Mindful Leadership  

   

Communicate Your Way Through Change Coaching for Excellence Talking to Employees About Sensitive Subjects 
   

Conflict or Cooperation Coaching Skills for Managers Ten Principles to Building a Leaderhip Culture 
   

Conquering Compassion Fatigue & Giving to 
Yourself 

Conducting Effective Workplace Investigations Understanding Human Behavior 

   

Construction Zone ς Effective Business Writing      
Guidelines 

Creating a Candid Culture in the Workplace Women in Leadership 

   

Deadly Emotions: How to Handle Your 
Emotions Before They Have a Handle on 
You 

Developing Your Coaching and Performance 
Management Skills  

 

   

Dealing with Difficult People Difficult Discussions ς Maintaining Control and 
Achieving Positive Outcomes 

 

   

Dealing with Difficult People & Workplace 
Conflict 

Effective Communication Skills and Strategies  

http://www.harriscountytx.gov/hctraining/
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List of All Live Classes  

 

            

PROFESSIONAL DEVELOPMENT  
TRACK  

MANAGEMENT/SUPERVISO RS 
TRACK  

LEADERSHIP  
TRACK  

               
 

 

Diversity Awareness Employee Performance Appraisals that 
Motivate 

See previous page for courses 

    

Effective Conflict Resolution Employees and Health Issues  
   

Effective Time Management Fair Labor Standards Act: Exempt or            
Non-Exempt? 

 

   

Ego Boosters vs Ego Busters: Positive Words 
and Actions that Engage and Inspire 

Harassment Awareness and Prevention  

   

Emotional Intelligence Highly Effective Meetings  
   

Ethics Training Learning to Lead  
   

Exceptional Customer Service Managing Across the Generations  
   

From Procrastinating to Producing Managing and Resolving Conflict in the 
Workplace 

 

   

Generational Issues in the Workplace Managing Performance ς Key Conversations  
   

Harassment Awareness and Prevention for 
Employees 

Peer Today, Boss Tomorrow ς Making A 
Successful Transition 

 

   

How to Avoid Foot-in-Mouth 
{ȅƴŘǊƻƳŜΧ/ƻƳƳǳƴƛŎŀǘƛƴƎ ¸ƻǳǊ ²ŀȅ 
Through Conflict 

Stress Management: Manager and Employee 
Stress 
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List of All Live Classes  

 

            

PROFESSIONAL DEVELOP MENT  
TRACK  

MANAGEMENT/SUPERVISO RS 
TRACK  

LEADERSHIP  
TRACK  

               
 

 

 Improving Customer Service  Ten Things Every Supervisor Should Know See previous page for courses 
   

Increasing Communication Effectiveness Talking to Employees About Sensitive Subjects  
   

Invest in Your Debt ς Failsafe Financial 
Planning 

  

   

Learning to Listen   
   

Maintaining Incredible Focus and 
Concentration 

  

   

Personal Safety & Violence in the Workplace   
   

Personality Styles & Strategies for Working 
Together 

  

   

Presenting Your Best Professional Image   
   

Projecting Professionalism   
   

Records Retention   
   

Reliable Decision Making   
   

Spread Too Thin: Life in the Sandwich 
Generation 
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List of All Live Classes  

 

            

PROFESSIONAL DEVELOP MENT  
TRACK  

MANAGEMENT/SUPERVISO RS 
TRACK  

LEADERSHIP  
TRACK  

               
 

 

{ǘƛŎƪǎ ŀƴŘ {ǘƻƴŜǎΧ¦ƴŘŜǊǎǘŀƴŘƛƴƎ .ǳƭƭȅƛƴƎ 
Today 

See previous page for courses See previous page for courses 

   

Stress in Customer Service Roles & Managing 
Workplace Stress 

  

   

TCDRS Overview   
   

Ten Principles for Conflict Resolution   
   

Ten Tools for Giving Presentations   
   

The Glass is Half Full! (Shifting Perception to 
Achieve Results) 

  

   

Tips for More Effective Time Management   
   

²ƘŀǘΩǎ aȅ wƻƭŜΚ ς Team Roles and Dynamics   
   

Working Together: Diversity in the Workplace   
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List of All Virtual Learning Classes  

 

            

PROFESSIONAL DEVELOP MENT  
TRACK  

MANAGEMENT/SUPERVISO RS 
TRACK  

LEADERSHIP  
TRACK  

               
 

 

 Button Pushers ς Dealing with Difficult                                            
Situations (Virtual Learning) 

 Office Politics for Managers (Virtual Learning) How Am I Doing? ς Leadership Style and 
Effective Leadership (Virtual Learning) 

    

Construction Zone ς Microsoft Word Tips 
Booster (Virtual Learning) 

  

   

Diversity Awareness (Virtual Learning)   
   

First Impressions Count: Presenting a 
Professional Image (Virtual Learning) 

  

   

Generational Differences (Virtual Learning)   
   

Keeping Your Cool in Difficult Situations 
(Virtual Learning) 

  

   

Under Construction ς Punctuation Booster 
(Virtual Learning) 

  

   

²ƘŀǘΩǎ aȅ wƻƭŜΚ ς Team Roles and Dynamics 
(Virtual Learning)  
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List of All Online  Classes  

 

            

PROFESSIONAL DEVELOP MENT  
TRACK  

MANAGEMENT/SUPERVISO RS 
TRACK  

LEADERSHIP  
TRACK  

               
 

 

Anger and Stress Management  Discovering and Working with Your Strengths 
and Talents 

Change Management: Secrets to Creating Real 
Change in Local Government Organizations 

   

Building a Respectful Workplace ς Address 
Respect 

FMLA Compliance Guidelines for Supervisors Coaching Through Difficult Situations 

   

Building a Respectful Workplace ς Benefits of 
Respect 

HIPAA Compliance Training for Supervisors Creating a Culture of Trust 

   

Building a Respectful Workplace ς Common 
Threats to Respect 

Integrating Your Community and Social Media Employee Morale: Seven Essential Leadership 
Strategies to Boost Employee Performance 

   

Building a Respectful Workplace ς Defining 
Respect 

Leveraging the Power of Employee 
Engagement 

Five Leadership Principles to Create the 
Ultimate Customer Experience for Citizens 

   

Communication Process: Effective Cycle of 
Communication 

Managing in the New Normal: Future-Proof 
Your Organization 

Introduction to Lean Management in 
Government 

   

Communication Processes: Overcoming 
Communication Barriers 

Supervisory Practice Lesson 1 ς Traits and 
Responsibilities 

Lead Like Your Life Depends On It 

   

Communication Processes: Supportive 
Conversations 

Supervisory Practice Lesson 2 ς Supervisor as 
Teacher 

Leadership and Culture ς Leveraging Diversity 
for Success: So, How Much Do You Know? 

   

Crafting a Winning Transmittal Letter Supervisory Practice Lesson 3 ς Supervisor as 
Motivator 

Managing Change 

   

Embracing Diversity in the Workplace Supervisory Practice Lesson 4 ς Supervisor as 
Troubleshooter 

Strategic Planning: Creating Strategy for 
Powerful Results 

http://www.harriscountytx.gov/hctraining/
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List of All Online Classes  

 

            

PROFESSIONAL DEVELOP MENT  
TRACK  

MANAGEMENT/SUPERVISO RS 
TRACK  

LEADERSHIP  
TRACK  

               
 

 

Ethics: The Heart of Public Service Supervisory Practice Lesson 5 ς Supervisor as 
Inspector  

Strategic Planning Process 

   

Extraordinary Customer Service Supervisory Practice Lesson 6 ς Practical 
Scenarios 

Team Development for Leaders 

   

Honing Your Emotional Intelligence: 
Introduction to Relationship Management 

 What Were You Thinking ς Be a Leader, Not a 
Boss 

   

Honing Your Emotional Intelligence: 
Introduction to Self-Management 

  

   

Honing Your Emotional Intelligence: 
Introduction to Social Awareness 

  

   

Honing Your Emotional Intelligence:             
Self-Awareness 

  

   

Introduction to Business Writing Skills   
   

Learning the Language of Multiple Generations   
   

Local Government 101   
   

Mastering the Online Interview   
   

Preventing Workplace Violence   
   

Pruning Negativity   
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List of All Online Classes  

 

            

PROFESSIONAL DEVELOP MENT  
TRACK  

MANAGEMENT/SUPERVISO RS 
TRACK  

LEADERSHIP  
TRACK  

               
 

 

Recognizing and Responding to Workplace See previous page for courses See previous page for courses 
   

Red Flags Rule: Identity Theft Prevention   
   

Sexual Harassment Prevention   
   

Telephone Skills Training for Local Government 
Employees 

  

   

Time Management Through SMART Goals   
   

What Were You Thinking?   
   

What Were You Thinking ς Communication 
Nation 

  

   

What Were You Thinking ς Office Behavior   
   

What Were You Thinking ς Social Media Fail   
   

Workplace Harassment Prevention   
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Summary of Recommended Courses  
 

ALL EMPLOYEES  SUPERVISORS MID -MANAGEMENT AND 
ABOVE  

Dealing with Difficult People Advanced FMLA and ADA 
- after taking and understanding both Basic 
  FMLA and Basic ADA (multiple times, if  
  desired) 
 

Assertiveness for Leaders 

Effective Conflict Resolution Americans with Disabilities Act  
- within 6 months of hire/promotion to a 
      Supervisor role 
- more frequently if desired 
 

Building Team and Organizational Excellence 

Ethics 
- available live or via YouTube 
- within 6 months of hire and 
- every other year after that 
 

Basic FMLA 
- within 6 months of hire/promotion to a 
      Supervisor role 
- more frequently, if desired 
 

Leading Employees to High Performance 

Harassment Awareness and Prevention 
- within 3 months of hire and 
- every other year after that 
 

Harassment Awareness and Prevention 
- within 3 months of hire/promotion to a 
       Supervisor role 
- every other year after that 
 

Understanding Human Behavior 

Learning to Listen Ten Things Every Supervisor Should Know 
- within 6 months of hire/promotion to a 
        Supervisor role 
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Professional  Development  Track  
COURSE DATE  TIME  INSTRUCTOR 

Anger and Stress Management  Available Online  
SGR Learning 
Management 

System  

Assertiveness and  
Self-Confidence 

Tuesday, October 31 9:00 am ς 12:00 pm Amy Castro 

 

Bridging the Gaps: Generations 
Working Together 

 

Wednesday, January 24 9:00 am ς 10:00 am 
Cigna EAP 

Representative 

Building a Respectful 
Workplace ς Addressing 

Respect 
Available Online  

 
SGR Learning 
Management 

System  
 

Building a Respectful 
Workplace ς Benefits of 

Respect 
Available Online  

 
SGR Learning 
Management 

System  
 

Building a Respectful 
Workplace ς Common Threats 

to Respect 
Available Online  

 
SGR Learning 
Management 

System  
 

Building a Respectful 
Workplace ς Defining Respect 

Available Online  

 
SGR Learning 
Management 

System  
 

Button Pushers ς Dealing with 
Difficult Situations  

Available through Distance Learning 
Thursday, October 5 9:00 am ς 11:00 am  Tawnya Mitchell 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.harriscountytx.gov/hctraining/


13                                                                                 Course Catalog: Oct. 201 7 ð Feb . 201 8 
www.harriscountytx.gov/hctraining/  

 

 

Professional  Development  Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

 
Button Pushers ς Dealing with 

Difficult Situations           
(Virtual Learning)  

 

Thursday, January 4 1:00 pm ς 3:00 pm  Tawnya Mitchell 

Change Your Attitude ς Change 
Your Work and Life 

 
Monday, November 6 
Thursday, December 7 

 

9:00 am ς 12:00 pm 
9:00 am ς 12:00 pm  

Jim Nutter 

Communicate Your Way 
Through Change  

 
Wednesday, February 7 

 
1:30 pm ς 4:30 pm Susanne Gaddis 

Communication Processes: 
Effective Cycle of 
Communication  

Available Online  
SGR Learning 
Management 

System  

Communication Processes: 
Overcoming Communication 

Barriers  
Available Online  

 
SGR Learning 
Management 

System  

Communication Processes: 
Supportive Conversations  

Available Online  
SGR Learning 
Management 

System  

Conflict or Cooperation  
Wednesday, October 11 

Tuesday, January 16 
1:30 pm ς 4:30 pm  
1:00 pm ς 4:00 pm 

Tawnya Mitchell 

Conquering Compassion 
Fatigue & Giving to Yourself 

Tuesday, February 27 9:00 am ς 11:00 am 
Cigna EAP 

Representative 

Construction Zone ς Effective 
Business Writing Guidelines 

Thursday, October 5 1:00 pm ς 4:00 pm  Tawnya Mitchell 

  

http://www.harriscountytx.gov/hctraining/
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Professional Development Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

 
Construction Zone ς Microsoft 

Word Tips Booster  
(Virtual Learning) 

 

Tuesday, December 12 9:00 am ς 11:00 am Tawnya Mitchell 

Crafting a Winning Transmittal 
Letter  

Available Online  

 
SGR Learning 
Management 

System  
 

 
Deadly Emotions: How to 

Handle Your Emotions Before 
They Have a Handle on You 

  

 
Thursday, November 30 

 
1:00 pm ς 4:00 pm Susanne Gaddis 

Dealing with Difficult People  
 

Tuesday, November 28 
 

1:00 pm ς 4:00 pm Amy Castro 

 

Dealing with Difficult People & 
Workplace Conflict  

 

Wednesday, October 4 
Wednesday, February 21 

9:00 am ς 11:00 am 
2:00 pm ς 4:00 pm 

Cigna EAP 
Representative 

 
Diversity Awareness 

Available through Distance Learning 
 

Thursday, November 2 1:00 pm ς 3:00 pm Tawnya Mitchell 

 
Diversity Awareness  

(Virtual Online) 
 

Thursday, January 11 9:00 am ς 11:00 am Tawnya Mitchell 

Effective Conflict Resolution  
 

Tuesday, October 10 
 

1:00 pm ς 4:00 pm  Walt Natemeyer 

 

Effective Time Management 
 

Wednesday, January 17 2:00 pm ς 3:00 pm  
Cigna EAP 

Representative 

 
Ego Boosters vs Ego Busters: 
Positive Words and Actions 

that Engage and Inspire 
  

 
Wednesday, November 29 

 
1:00 pm ς 4:00 pm  Susanne Gaddis 

 
 
 

http://www.harriscountytx.gov/hctraining/


15                                                                                 Course Catalog: Oct. 201 7 ð Feb . 201 8 
www.harriscountytx.gov/hctraining/  

 

 

Professional Development Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

Emotional Intelligence 
 

Tuesday, January 9 
 

9:00 am ς 12:00 pm Jim Nutter 

Embracing Diversity in the 
Workplace 

Available Online  

 
SGR Learning 
Management 

System  
 

Ethics: The Heart of Public 
Service  

Available Online  
SGR Learning 
Management 

System  

 
Ethics Training  

  

 
Tuesday, February 20 

 
10:00 am ς 11:30 am  Eileen Begle 

 

Exceptional Customer Service 
 

Wednesday, November 1 
Tuesday, February 27 

2:00 pm ς 3:00 pm 
2:00 pm ς 3:00 pm  

Cigna EAP 
Representative 

Extraordinary Customer Service  Available Online  

 
SGR Learning 
Management 

System  
 

 
First Impressions Count: 
Presenting a Professional 

Image 
(Virtual Learning) 

 

Thursday, October 5 
 

1:30 pm ς 3:00 pm 
 

Amy Castro 

 
From Procrastinating to 

Producing  
 

 
Monday, December 4 
Friday, February 23 

 

9:00 am ς 12:00 pm 
9:00 am ς 12:00 pm 

Jim Nutter 

 
Generational Differences 

(Virtual Learning) 
  

Tuesday, December 12 1:00 pm ς 3:00 pm  Tawnya Mitchell 
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Professional Development Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

 

Generational Issues in the 
Workplace 

 

Friday, October 27 
Monday, January 8 

9:00 am ς 12:00 pm  
9:00 am ς 12:00 pm 

Richard Lewis 

 
Harassment Awareness and 
Prevention for Employees 

  

Tuesday, November 28 10:00 am ς 12:00 pm Eileen Begle 

Honing Your Emotional 
Intelligence: Introduction to 
Relationship Management 

Available Online  

 
SGR Learning 
Management 

System  
 

Honing Your Emotional 
Intelligence: Introduction to 

Self-Management 
Available Online  

 
SGR Learning 
Management 

System  
 

Honing Your Emotional 
Intelligence: Introduction to 

Social Awareness  
Available Online  

 
SGR Learning 
Management 

System  
 

Honing Your Emotional 
Intelligence: Self-Awareness 

Available Online  

 
SGR Learning 
Management 

System  
 

 
How to Avoid Foot-in-Mouth 
{ȅƴŘǊƻƳŜΧ/ƻƳƳǳƴƛŎŀǘƛƴƎ 
Your Way Through Conflict 

  

 
Thursday, November 30 

 
9:00 am ς 12:00 pm Susanne Gaddis 

 
Improving Customer Service  

 

 
Tuesday, October 3 

Tuesday, December 12 
 

9:00 am ς 11:00 am 
9:00 am ς 11:00 am 

Jim Nutter 
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Professional Development Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

 
Increasing Communication 

Effectiveness  
 

Tuesday, October 10 9:00 am ς 12:00 pm  Walt Natemeyer 

Introduction to Business 
Writing Skills  

Available Online  

 
SGR Learning 
Management 

System  
 

 
Invest in Your Debt ς Failsafe 

Financial Planning 
 

 
Friday, December 15 
Tuesday, January 9 

 

1:00 pm ς 4:00 pm  
1:00 pm ς 4:00 pm 

Tom Watson 

 
Keeping Your Cool in Difficult 

Situations 
(Virtual Learning) 

 

 
Thursday, November 2 
Thursday, February 1 

1:30 pm ς 3:00 pm 
1:30 pm ς 3:00 pm 

Amy Castro 

Learning the Language of 
Multiple Generations  

Available Online  

 
SGR Learning 
Management 

System  
 

 
Learning to Listen  

Available through Distance Learning 
 

Thursday, February 1 1:00 pm ς 3:00 pm  Tawnya Mitchell 

Local Government 101  Available Online  

 
SGR Learning 
Management 

System  
 

 

Maintaining Incredible Focus 
and Concentration 

 

Wednesday, December 6 1:00 pm ς 4:00 pm Margaret Johnson  

Mastering the Online Interview  Available Online  

 
SGR Learning 
Management 

System  
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Professional Development Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

 

Personal Safety & Violence in 
the Workplace 

 

Wednesday, January 10 9:00 am ς 11:00 am 
Cigna EAP 

Representative 

 

Personality Styles & Strategies 
for Working Together 

 

Wednesday, October 25 9:00 am ς 11:00 am 
Cigna EAP 

Representative 

 

Presenting Your Best 
Professional Image 

 

Wednesday, November 8 
Wednesday, February 28 

2:00 pm ς 3:00 pm  
9:00 am ς 10:00 am 

Cigna EAP 
Representative 

Preventing Workplace Violence Available Online  

 
SGR Learning 
Management 

System  
 

 
Projecting Professionalism  

 

 
Thursday, October 26 
Thursday, February 8 

 

1:00 pm ς 4:00 pm 
9:00 am ς 12:00 pm 

Tawnya Mitchell 

Pruning Negativity  Available Online  
SGR Learning 
Management 

System  

Recognizing and Responding to 
Workplace Bullying 

Available Online  

 
SGR Learning 
Management 

System  
 

 
Records Retention 

 

 
Tuesday, October 17 
Thursday, January 11 

 

9:00 am ς 10:30 am 
9:00 am ς 10:30 am 

Amy Samples 

Red Flags Rule: Identity Theft 
Prevention  

Available Online  
SGR Learning 
Management 

System  

 
Reliable Decision Making 

  

 
Tuesday, February 6 

 
1:00 pm ς 4:00 pm Susanne Gaddis 
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Professional Development Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

Sexual Harassment Prevention  Available Online  

 
SGR Learning 
Management 

System  
 

Spread Too Thin: Life in the 
Sandwich Generation 

Wednesday, January 31 9:00 am ς 10:00 am 
Cigna EAP 

Representative 

 

Sticks and 
{ǘƻƴŜǎΧ¦ƴŘŜǊǎǘŀƴŘƛƴƎ .ǳƭƭȅƛƴƎ 

Today 
 

Wednesday, October 11 9:00 am ς 11:00 am 
Cigna EAP 

Representative 

 

Stress in Customer Service 
Roles & Managing Workplace 

Stress  
 

Wednesday, October 4 
Wednesday, February 14 

2:00 pm ς 4:00 pm 
9:00 am ς 11:00 am 

Cigna EAP 
Representative 

TCDRS Overview  

 
Wednesday, November 15 

(2 sessions) 
 

1:00 pm ς 2:00 pm & 

3:00 pm ς 4:00 pm  

Carlos Martinez, 
TCDRS 

Representative 

Telephone Skills Training for 
Local Government Employees 

Available Online  

 
SGR Learning 
Management 

System  
 

Ten Principles for Conflict 
Resolution  

Tuesday, February 13 1:00 pm ς 4:00 pm  Jim Nutter 

Ten Tools for Giving 
Presentations  

Thursday, November 16 
Friday, January 5 

1:00 pm ς 4:00 pm 
9:00 am ς 12:00 pm  

Jim Nutter 
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Professional Development Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

 
The Glass is Half Full! (Shifting 
Perception to Achieve Results) 

 

Tuesday, October 24 1:00 pm ς 4:00 pm Margaret Johnson 

Time Management Through 
SMART Goals  

Available Online  
SGR Learning 
Management 

System  

Tips for More Effective Time 
Management 

Available through Distance Learning 
Thursday, February 8 1:00 pm ς 3:00 pm Tawnya Mitchell 

 
Under Construction ς 
Punctuation Booster 

(Virtual Learning) 
 

Thursday, November 2 9:00 am ς 11:00 am Tawnya Mitchell 

 
²ƘŀǘΩǎ aȅ wƻƭŜΚ ς Team Roles 

and Dynamics 
Available through Distance Learning 

 

Thursday, October 19 1:00 pm ς 3:00 pm Tawnya Mitchell 

 
²ƘŀǘΩǎ aȅ wƻƭŜΚ ς Team Roles 

and Dynamics                     
(Virtual Learning) 

  

Thursday, January 18 1:00 pm ς 3:00 pm  Tawnya Mitchell 

What Were You Thinking?  Available Online  
SGR Learning 
Management 

System  

What Were You Thinking ς 
Communication Nation  

Available Online  

 
SGR Learning 
Management 

System  
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Professional Development Track (continued)  
COURSE DATE  TIME  INSTRUCTOR 

What Were You Thinking ς 
Office Behavior  

Available Online  

 
SGR Learning 
Management 

System  
 

What Were You Thinking ς 
Social Media Fail  

Available Online  

 
SGR Learning 
Management 

System  
 

 

Working Together: Diversity in 
the Workplace 

 

Wednesday, November 29 
Wednesday, February 28 

9:00 am ς 10:00 am 
2:00 pm ς 3:00 pm  

Cigna EAP 
Representative 

Workplace Harassment 
Prevention  

Available Online  

 
SGR Learning 
Management 

System  
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Management /Supervisors  Track  
COURSE DATE  TIME  INSTRUCTOR 

Advanced FMLA and ADA Thursday, January 25 1:30 pm ς 4:30 pm  Alexis Knapp 

Americans with Disabilities Act Tuesday, October 17 1:30 pm ς 4:30 pm Alexis Knapp 

Basic FMLA Thursday, December 7 1:30 pm ς 4:30 pm Alexis Knapp 

Behavioral Based Interviewing 

 
Friday, November 3 
Friday, February 9 

 

9:00 am ς 12:00 pm 
9:00 am ς 12:00 pm 

Bianca Malveaux 
& Caroline Davila 

Coaching for Excellence  Thursday, November 9 
 

1:00 pm ς 4:00 pm  
Margaret Johnson  

Coaching Skills for Managers 
Wednesday, October 25 

Thursday, February 1 
1:30 pm ς 4:30 pm 
9:00 am ς 12:00 pm  

Tawnya Mitchell 

Conducting Effective Workplace 
Investigations 

 
Tuesday, November 14 

 
9:00 am ς 12:00 pm  Eileen Begle 

Creating a Candid Culture in the 
Workplace 

Thursday, October 12 1:30 pm ς 4:30 pm Eileen Begle 

Developing Your Coaching and 
Performance Management 

Skills 

Monday, November 6 
Tuesday, January 18 

1:00 pm ς 4:00 pm 
1:00 pm ς 4:00 pm  

Walt Natemeyer 
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Management /Supervisors  Track (continued)  

COURSE DATE  TIME  INSTRUCTOR 

Difficult Discussions ς 
Maintaining Control and 

Achieving Positive Outcomes 

Monday, November 20 
Thursday, January 4 

1:00 pm ς 4:00 pm 
9:00 am ς 12:00 pm  

Tawnya Mitchell 

Discovering and Working with 
Your Strengths and Talents  

Available Online  
SGR Learning 
Management 

System  

 

Effective Communication Skills 
and Strategies 

 

Wednesday, October 18 
Tuesday, February 20 

2:00 pm ς 4:00 pm 
2:00 pm ς 4:00 pm  

Cigna EAP 
Representative 

Employee Performance 
Appraisals that Motivate 

Tuesday, December 12 1:00 pm ς 4:00 pm Amy Castro 

Employees and Health Issues Tuesday, October 24 9:00 am ς 12:00 pm  Eileen Begle 

Fair Labor Standards Act: 
Exempt or Non-Exempt? 

Thursday, November 9 
 

9:00 am ς 11:00 am 
 

Alexis Knapp 

FMLA Compliance Guidelines 
for Supervisors  

Available Online  
SGR Learning 
Management 

System  

Harassment Awareness and 
Prevention  

Thursday, January 4 
 

1:30 pm ς 3:30 pm 
 

Alexis Knapp 

 
Highly Effective Meetings 

 

Thursday, November 2 
Thursday, February 15 

 
9:00 am ς 11:00 am 
9:00 am ς 11:00 am 

 

Jim Nutter 
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Management/Supervisors Track (continued)  

COURSE DATE  TIME  INSTRUCTOR 

HIPAA Compliance Training for 
Supervisors  

Available Online  
SGR Learning 
Management 

System  

Integrating Your Community 
and Social Media  

Available Online  
SGR Learning 
Management 

System  

Learning to Lead 

 
Tuesday, November 7 

Wednesday, December 6 
 

9:00 am ς 12:00 pm 
9:00 am ς 12:00 pm 

Eileen Begle 

Leveraging the Power of 
Employee Engagement  

Available Online  
SGR Learning 
Management 

System  

 
Managing Across the 

Generations 
Available through Distance Learning 

 

Thursday, October 12 
Thursday, January 11 

9:00 am ς 11:00 am 
1:00 pm ς 3:00 pm  

Tawnya Mitchell 

 

Managing and Resolving 
Conflict in the Workplace 

 

Friday, November 17 9:00 am ς 12:00 pm Richard Lewis 

Managing in the New Normal: 
Future-Proof Your Organization  

Available Online  
SGR Learning 
Management 

System  

Managing Performance ς Key 
Conversations 

Tuesday, November 7 
Wednesday, January 31 

1:00 pm ς 4:00 pm  
1:30 pm ς 4:30 pm 

Tawnya Mitchell 

 
Office Politics for Managers 

(Virtual Learning) 
 

Thursday, December 14 1:30 pm ς 3:00 pm  Amy Castro 
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Management/Supervisors Track (continued)  

COURSE DATE  TIME  INSTRUCTOR 

Peer Today, Boss Tomorrow ς 
Making a Successful Transition  

Tuesday, January 16 9:00 am ς 12:00 pm  Amy Castro 

 

Stress Management: Manager 
and Employee Stress 

 

Tuesday. February 13 9:00 am ς 11:00 am 
Cigna EAP 

Representative 

Supervisory Practice Lesson 1 ς 
Traits and Responsibilities  

Available Online  

 
SGR Learning 
Management 

System  
 

Supervisory Practice Lesson 2 ς 
Supervisor as Teacher  

Available Online  

 
SGR Learning 
Management 

System  
 

Supervisory Practice Lesson 3 ς 
Supervisor as Motivator  

Available Online  

 
SGR Learning 
Management 

System  
 

Supervisory Practice Lesson 4 ς 
Supervisor as Troubleshooter 

Available Online  

 
SGR Learning 
Management 

System  
 

Supervisory Practice Lesson 5 ς 
Supervisor as Inspector 

Available Online  

 
SGR Learning 
Management 

System  
 

Supervisory Practice Lesson 6 ς 
Practical Scenarios  

Available Online  

 
SGR Learning 
Management 

System  
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Management/Supervisors Track (continued)  

COURSE DATE  TIME  INSTRUCTOR 

 

Talking to Employees About 
Sensitive Subjects 

 

Thursday, February 22 2:00 pm ς 3:00 pm  
Cigna EAP 

Representative 

Ten Things Every Supervisor 
Should Know 

 
Tuesday, February 6 

 
1:30 pm ς 4:30 pm   Eileen Begle 
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Leadership  Tra ck  
COURSE DATE  TIME  INSTRUCTOR 

Building Team and 
Organizational Excellence 

Tuesday, December 5 1:00 pm ς 4:00 pm Walt Natemeyer 

 
Change Management: Secrets 

to Creating Real Change  
 

Available Online  
SGR Learning 
Management 

System  

Coaching Through Difficult 
Situations  

Available Online  
SGR Learning 
Management 

System  

Creating a Culture of Trust  Available Online  

 
SGR Learning 
Management 

System 
 

 

Employee Morale: Seven 
Essential Leadership Strategies 

to Boost Employee 
Performance 

 

Available Online  
SGR Learning 
Management 

System  

 

Five Leadership Principles to 
Create the Ultimate Customer 

Experience for Citizens  
 

Available Online  
SGR Learning 
Management 

System  

 

How Am I Doing? ς Leadership 
Style and Effective Leadership 
Available through Distance Learning 

 

Tuesday, October 3 1:00 pm ς 3:00 pm Tawnya Mitchell 

 

How Am I Doing? ς Leadership 
Style and Effective Leadership 

(Virtual Learning) 
 

Thursday, January 18 9:00 am ς 11:00 am Tawnya Mitchell 
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Leadership  Tra ck  (continued)  
COURSE DATE  TIME  INSTRUCTOR 

Introduction to Lean 
Management in Government  

Available Online  
SGR Learning 
Management 

System  

Lead Like Your Life  
Depends On It  

Available Online  
SGR Learning 
Management 

System  

Leadership and Culture ς 
Leveraging Diversity for 

Success: So, How Much Do You 
Know?  

Available Online  

 
SGR Learning 
Management 

System  
 

Leading Employees to High 
Performance 

Tuesday, December 5 9:00 am ς 12:00 pm  Walt Natemeyer 

Managing Change  Available Online  
SGR Learning 
Management 

System  

 

Mindful Leadership 
 

Thursday, February 15 2:00 pm ς 3:00 pm  
Cigna EAP 

Representative 

Strategic Planning: Creating 
Strategy for Powerful Results  

Available Online  
SGR Learning 
Management 

System  

Strategic Planning Process  Available Online  
SGR Learning 
Management 

System  

Team Development for Leaders  Available Online  
SGR Learning 
Management 

System  
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Leadership  Tra ck  (continued)  
COURSE DATE  TIME  INSTRUCTOR 

Ten Principles to Building a 
Leadership Culture 

 
Tuesday, November 7 

 
9:00 am ς 12:00 pm  Jim Nutter 

Understanding Human 
Behavior  

Thursday, January 18 9:00 am ς 12:00 pm  Walt Natemeyer 

What Were You Thinking ς Be 
a Leader, Not a Boss  

Available Online  

 
SGR Learning 
Management 

System  
 

Women in Leadership Tuesday, October 31 1:00 pm ς 4:00 pm Amy Castro 
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New Employee Orientation  
 

 

 

PLEASE NOTE:  
REGISTRATION IS REQUIRED TO GUARANTEE  ADEQUATE SPACE AND 

MATERIALS.  

 
LOCATION: 1310 PRAIRIE, 2ND  FLOOR TRAINING ROOM  

 
 

DATES 
October 18 th  November 15 th  December 20 th  

January 1 7 th  February 21 st   

 
All new employees are welcome to one of these sessions.  Learn about your health care, payroll, retirement 
benefits, your rights and responsibilities as an employee, career development programs, and other Harris 
County services. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Call 713 -274 -5425  for further information.  
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Retirement Seminars  
 

 

 
REGISTRATION FOR A RETIREMENT SEM INAR IS BY INVITATION  ONLY .  IF 

YOU HAVE ALREADY ATT ENDED A RETIREMENT S EMINAR, YOU MAY 
REGISTER FOR ANOTHER ONE, BUT  ATTENDANCE  

IS ON YOUR OWN TIME . 

 
8:00 AM ð 4:00 PM  

 
 

DATE  LOCATION  ADDRESS 
 

November 30, 2017 
(registration period: 10/16 ς 11/16) 

 
Trini Mendenhall  

Community Center 

 
1414 Wirt Road 

Houston, Texas 77055 
 

 

Learn about your TCDRS account, post-retirement benefits and insurance, health and wellness issues, 
social security, wills and probate, the required forms and process, and other services for future 
retirees. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Call  713 -274 -5425 for further information . 
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The Career Development  Library  
 

 

 

 
 
 
 
 
 

Communication and Writing Topics 
¶ Better Business Writing (text)          

¶ Clear Writing (text)  

¶ Communication Booster Shots: 
Prescription for  
Healthy Communications (CD/DVD) 

¶ Fat Free Writing (text) 

¶ How to Say Anything to Anyone 
(text) 

¶ The Building Blocks of Business 
Writing (text) 

¶ Thinking on Your Feet (text) 

¶ Winning at Human Relations (text) 

¶ Writing Effective E-Mail (text) 

¶ Writing Fitness (text) 

¶ Writing that Sells (text) 
 
 

Compliance Topics 
¶ A Guide to Successful Employment 

Practices (text) 

¶ FMLA (DVD) 

¶ HR How To: Discipline (text) 

¶ HR How To: Recruiting and Hiring 
(text) 

¶ LǘΩǎ !ōƻǳǘ wŜǎǇŜŎǘ ό/5κ5±5ύ 

¶ Open Government Training 
Resources (CD/DVD) 

¶ Preventing Workplace Violence 
(text) 

 
 

Employee Development 
¶ Balancing Home & Career (text)  

¶ Concentration!  (text) 

¶ Create Your Own Future (text) 

¶ Doubling Your Productivity (CD/DVD)  

¶ How to Master Your Time (CD/DVD) 

¶ How to Negotiate with Confidence (text) 

¶ Influence: The Formula for Success (text) 

¶ Managing Anger (text) 

¶ Managing Stress for Mental Fitness (text) 

¶ Overcoming Anxiety (text) 

¶ Personal Time Management (CD/DVD) 

¶ Stress that Motivates (text) 

¶ The Great American Debt Opportunity 
(text) 

¶ The Continuously Improving Self (text) 

¶ The Oz Principle: Getting Results Through 
Individual and Organizational 
Accountability (text) 

¶ The Miracle of Self-Discipline (CD/DVD) 

¶ The Psychology of Achievement (CD/DVD) 

¶ The Science of Positive Focus (CD/DVD) 

¶ The Science of Self-Confidence (CD/DVD) 

¶ The Ultimate Goals Program (CD/DVD) 

¶ Time Management for Results (CD/DVD) 

¶ Time Power (text) 

¶ TQM ς 50 Ways to Make It Work for You 
(text) 

¶ Understanding Organizational Change 
(text) 

¶ Unlock Your Potential (CD/DVD) 

¶ Village of 100; 3rd Edition (CD/DVD) 
 

 

 WANT TO LEARN AT YOU R OWN PACE AND IN YO UR OWN SPACE?   
THESE MATERIALS  ON A VARIETY OF RELE VANT SUBJECTS MAY BE  FOR 

YOU.  CHECK OUT MATE RIAL FOR TWO WEEKS A T A TIME.   

FOR MORE INFORMATION , PLEASE CALL HR &  RM AT (713) 274 -5435.  
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The Career Development  Library  (continued)  
 

 

 
 
 
Essential Office Skills 
¶ 50 One-Minute Tips to Better 

Communication (text) 

¶ Giving and Receiving Feedback 
(text) 

¶ Office Management (text) 

¶ Professionalism in the Office (text) 

¶ The Good, The Bad & The Ugly 
(Customer Service Stories) (text) 
By: Nancy Friedman 

¶ Working Together (text) 
 

 

Leadership 
¶ Classics of Organizational Behavior 

(text) 
By: Walt Natemeyer and Paul 
Hersey 

¶ Developing High Performance 
Teams (text) 
By: Walt Natemeyer 

¶ Fierce Conversations (text) 
By: Susan Scott 

¶ First Among Equals: How to Manage 
a Group of Professionals (text)  
By: Patrick J. McKenna and David H. 
Maister 

¶ Five Levels of Leadership (text) 
By: John C. Maxwell 

¶ LǘΩǎ hǳǊ {ƘƛǇΣ ¢ƘŜ bƻ-Nonsense 
Guide to Leadership (text) 
By: Captain D. Michael Abrashoff 

¶ Leadership Made Simple (text)  

¶ Learning to Lead (text) 

Leadership (continued) 
¶ Office Politics (text) 

¶ The 21 Most Powerful aƛƴǳǘŜǎ ƛƴ ŀ [ŜŀŘŜǊΩǎ 
Day (text) 

¶ The Strategist (text) 
By: Cynthia A. Montgomery, Harvard 
Business School 

¶ Understanding Leadership Competencies 
(text) 

¶ ¸ƻǳ 5ƻƴΩǘ bŜŜŘ ŀ ¢L¢[9 ǘƻ ōŜ ŀ [ŜŀŘŜǊ (text) 
By: Mark Sanborn 

 

Management 
¶ Achieving Consensus (text) 

¶ Behavior Based Interviewing (text)  
¶ Effective Performance Appraisals (text) 

¶ Finance for Non-Financial Managers (text) 

¶ Fish! A Remarkable Way to Boost Morale 
and Improve Results (text) 
By: Lundin, Paul, and Christensen 

¶ Handling the Difficult Employee (text) 

¶ Managing Disagreement Constructively 
(text) 

¶ Managing Employee Performance (text) 
By: Tom Watson and William F. Hawkins 

¶ Managing Performance (text & CD) 

¶ Managing Upwards (text) 

¶ Powerful Performance Appraisals (text) 
By: Karen McKirchy 

¶ Retaining Employees (text) 

¶ The Wall Street MBA ς Your Personal Crash 
Course in Corporate Finance (text) 

 

 CHECK OUT MATERIAL F OR TWO WEEKS AT A TI ME.   

FOR MORE INFORMATION , PLEASE CALL HR & RM AT (713 ) 274 -5435.  
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The Career Development  Library  (continued)  
 

 
 
 
 

 

Supervision 
¶ Delegating and Supervising 

(CD/DVD) 

¶ Discussing Performance (text & CD) 

¶ Dynamics of Diversity (text) 

¶ Effective Recruiting Strategies (text) 

¶ Excellence in Supervision (text) 

¶ Quality Interviewing (text) 

¶ Successful Negotiation (text) 

¶ {ǳǇŜǊǾƛǎƻǊΩǎ Iw 5Ŝǎƪ wŜŦŜǊŜƴŎŜ 
(book) 

¶ The Fifty-Minute Supervisor (text) 

¶ The New Supervisor (text) 
 

Train the Trainer 
¶ 50 One-Minute Tips for Trainers (text) 

¶ Delivering Effective Training Sessions (text) 

¶ Effective Presentation Skills (text) 

¶ Sales Training Basics (text) 

¶ Technical Presentation Skills (text) 

To borrow any of the resources  above, please call 713 -274 -54 35 . 
 
 

 CHECK OUT MATERIAL F OR TWO WEEKS AT A TI ME.   

FOR MORE INFORMATION , PLEASE CALL HR &  RM AT (713) 274 -5435.  

ñWe are what we 

repeatedly do. 

Excellence, then, is not 

an act, but a habit.ò  

 

-Aristotle  

Education is the 

passport to the 

future, for 

tomorrow belongs 

to those who 

prepare for it 

today. 

 

-Malcolm X 
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